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ABSTRACT 

This document contains validated activities and 
competftncies needed by information professionals working in an 
infonnation service company. The activities and competencies are 
organized according to the functions which information professionals 
in such companies perform: project management; reference/analysis of 
secondary data; research, analysis, and design; marketing; and 
organization/management support. Within eacn function, competencies 
are grouped under the categories of Knowledge, Skills, and Attitudes, 
and three professional levels are dealt with: entry level (0-3 years 
experience), mid-level (4-9 years ezperienre), and senior level (10 
or more years experience). (THC) 
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This document contains validated activities and competencies needed 
by infonnation professionals working in an information service conpany. 
The folloi^ing operational definition of conpetency %ias developed: 



A ocapetcncy is a gineric knoirledger skill or attitude of a person 
that is causally related tc effective twiiavior as dcsunstrated 
througli ext^nal perfocsanoe criteriBf vbere: 



• Kkioirledge is hetving infoanticn aboufcr kmnring, industanding, 
being acquainted idtbr being SMare off having eqpwienoe oC# or 
being finsrillar with scMeth1ng» o tm o on c , or hoir to do soBething* 

• Skill is the abili^ to use one's knowledge effectively. 

e Attitude is a nental or cnotional approach to soKhiiing, or 
noBeone. 



ffe have identified several types of knowledge that are necessary to 
perform information yotk satisfactorily as follows: 



a Basic knowledge in such areas as language# communication, 
arithmetic operations, etc* 

a Subject icnrfcfi^p of primary subject fields of users served 
sud) as medicine, dicniistry, law, etc. 

a Library and infftrmatlon work envlfQrtmeni^s sUCh as the 

information community, its participants and their social# 
economic and technical interrelationshj^s, etc. 

<i icnotfledje of lAat work la dene sudi as the activities required 
to provide services and produce products, etc. 

a Kncwlgdge of the Qrynlmtlm />f nc^r rrmmv%i¥y acirvftfi sucb dS 

the mission, goals, and objectives of the user or the 
organization, user's information needs and requiranents, etc. 



There appear to be three kinds of ckills necessary to perform 
information work satisfactorily including: 

e Basic fikliifl such as cognitive, connuiication, analytical, etc* 

e skiiifs reiahgd ho each qpecific activity being performed such 
as negotiation of reference questions, evaluation of search 
outputs, etc* 

• nt-hpr riciiifi such as managing time effectively, budgeting and 
making projections, etc* 

Attitudes of infoimation professionals are found to be extranely 
important to work performance* We have found it useful to siixSivide 
attitudes into: 

• Diy^sit^imai affr^fiAft tOMard one's profession, the organiza- 
tion served, one*s work organization, and other people such as 
users and co-iiwkers* 

e Perscnaiii^y tra if a/qua lihiee such as confidence, irquisitive*- 
ness, sense of ethics, flexibility, etc* 

e AffifiAft r^ted to jcbAierlc/Qr9ani2ation such as willingness 
to accept responsibility, willingness to learn, desire to grow, 
etc* 

Utie activities and competencies are organized according to the 
functions which information professionals perform, and by professional 
level as displayed in Figure 1* The competencies are oumlative across 
professional level, i*e*, competencies of mid-level professionals include 
entries ^own at the mid-level as well as those at the entry level, etc* 

It is important to understand the distinction between functions 
perfoiuined and positions or job titles* Our rationale behind the functional 
^^roadi was that we were more concerned with lAuit information profession- 
als do than witii what they are called* In a single-i)erson unit, therefore, 
the information professional will undoubtedly perform more than a single 
function. In using and interpreting the competency data in this dociment, 
it is important to consider the functions being performed by 
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professionals and the activities being performed to determine which 
ccnpetencies are a^rcpriate. Ihe functions identified for information 
professionals working in information service ccnpanies are: 

• project managemait 

• reference/analysis of secondary data 

• researdi, analysis and design 

• marketing 

• organization/nanagement si]i¥)ort. 
Ihree professional levels were defined as follows: 

• entry level {up to 3 years of professional eaqperience) 

• mid level (4-9 years of professional experience) 

• senior level (10 or more years of professional ei^rience) • 

The activities performed are listed first and nixnbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from one worksetting to 
another. The organization of activities that we developed provided us with 
the "best fit" case. Indaited and unnunbered activities are essentially 
paraprofessional activities ii^ich, in email organizations, may be performed 
by professionals. 



10 



HDJBCT NMnGBBir 



ERIC 



11 



MXlVITllS 



FKXJECr MMOGEMQir WTBS lEVEL 

PlannlTi9 and Qnntrol of Qirrent Prniecta 

1. Attend and participate in r^oject team meetings 

2. Wbrk as part of the pcojec± team to identify the primary and secondary 
data to be gathered and analyzed to sifport a project to plan, desi^i, 
develop and/ot evaluate eystems, services, pro(^"±8, policies, anchor 
facilities 

3. Work with mid level staff in preparing detailed project plans for 
project sqpport activities; revise plans, ae required, following review 
by project director 

4. Assist/\K>rk with project consultants, as assi^ied 

5. Ohrou^ut the course of the project, make reooiiinendatl<»is to the 
project director regarding project plans and activities, as 
appropriate; suggest performance of additional activities beyond the 
scope of the originid contract 

6. Notify the project director of any pcoklms encountered in wcrking on a 
project 

7. Keep a detailed record of all costs incurred for each project; pr<^re 
a monthly report of costs for adninistrative staff with copie<» for the 
appropriate project director (s) 

8. Miintain a daily time record of project-related activities; analyze 
these on a monthly basis and prepare a monthly report for 
adninistrative staff with copies for the appropriate project 
director (s) 

9. Draft 8ecti(xis of monthly, final and other project reports, as assi^ied 

10. Assist in preparing sutmaries of data (written and graphic) to si^rt 
project meetings with clients, seminars, workshops, etc. 

11. Attend and participate in project meetings with clients, seminars, 
votkAags, etc., eis indicated ty the project director 

12. Supervise mailing/delivery of all project reports, survey forms and 
other project-related deliverables within established time schedules 
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Wns LEVEL 



Plannln9 ar>d OGntrdl of iw-«r.fr<ni Prn-j^a 

13. SUtanit project ideas to senior staff for developnent as unsolicited 
proposals or grant aqpplications 

14. Identify potential sources of E^-oject ftndingi sJmit infomation to 
soiior staff for review, action and/or inclusion in the master 
infoimaticn file 

15. Attend and participate in proposal/grant qpplioatlon planning meetings 

16. Draft sections cf proposals (solicited and insolicited) and grant 
q^plicatlcns, as assicped 



mOJBCr NANAGSfENT MID LEVO. 



Planning m\A Oontrdl of Qirrent Proiactfl 

17. De'^elop a be^ic outline of project requirements frcm car^ A review of 
the accepted proponl and the respective request for ^x>8al 

18. Oonduct meetings of sub-groqps of the project tarn 

19. Coordinate and participate in the preparation and revision, if 
required, of detailed project plans for project siiiport activities 

20. Review the projact schedule as submitted in the accepted proposal; 
include calendar dates for all mllestcnes ana deliverablesi establish 
projected in-houae dates for ooipletion of each project requireoRent, 
subject to approve}. I:y the project director 

21. Arrange for and coordinate the project-related activities of 
subKxxitractors md/et other organisational units which pccvide sifiport 
services (word processing, data processing, graphic desicp, printing, 
temporary staffing, audiovisual services, etc.) 

22. Review and verify mfiplier billing/charging information 

23. Work with suonary figures sqpi^lied by aaninistr&tive s(:aff to compile 
the monthly costs (manpower, services, equipnent, etc,) incurred for 
eact project and cosipare with the budgeted oosbsi prepaic draft monthly 
reports for the respective project directors 

24. Siqpervise the production of all project reports, suivey forms and otiier 
project-r^ted deliverables withfn established time schedules 



xatzvmEB 



HCJBCT mtusnwr med levOi 



FlannlM and Qontrol of O rrent Proiccba foonf 

25. FUiiction as assistant to the project director on large-scale, connplex 
projects; resolve minor probltms and respond to client's and project 
participants' questions as assigned by the project director 

26. Elncticn as project director for analler, less conqplex projects 

71. Ox>rdinate all phases of seminar and workshop preparation, including 
publicity, applicant selection, site selection and arrangemoits, 
on--6ite organization and post-workabop activities 

Planning and Control of PnhanhiMl Prnj^A 

2J. Develqp detailed outlines for proposals (solicited and insblicited) and 
grwt applications based on discussion& at planning meetings and 
docuKientatiun (requests for proposals, grant application guidelines, 
etc.) issued by the spcnsoring ancVbr funding orguiizations 

25. Hisvise proposal outlines follo^fing revien by appropriate senior staff 

30. (3x>rdinate and participate in drafting proposals and grant qpplioations 
based on approved outlines 

31. Revise drafts of proposals/grant applications as reconmended by senior 
staff 

32. Supervise the production and mailing/delivery of all proposale/grant 
applications within establiched tiro schedules 



FROJBCT MANMZMEKT SQUQR LEVSi 



Planning and dntrcl at Qirrent Prolecbg 

33. Ftnction as pro.-^ ct director and principal researcher for large-«cale, 
complex projects 

34. (3x>rdlnate and manage both internal and external research projects 

33. Set up a kickoff meeting with the appropriate representatives of the 
fifidlng anc|/or sponsoring organization in order to get acquainted and 
to resolve any questions which either side may hove 

36. Review and modify/approve the basic outline of project requirements 
prepared by mid Jevd staff 
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BLanniny and Qantrol of Qirrent Proiecta (ce*A'6\ 

37. Reviof and modify/iqpprove the project oaleidar prepared ty mid level 
staff 

38. Review and modify/approve detailed project plans for project si^pport 
activities prepared by mid level staff 

39. Conduct project team meetings and maintain effective ooranunioation with 
the team and its individual manbers 

40. Organize the project team by developing lines of authority, 
responsibility and accountability 

41. Review with the project team the goals, objectives, policies, and 
procedures for conducting each project 

42. Lead, motivate and Bupevriae the project team 

43. Train project team members to perform specific tasks, as required 

44. Anticipate, minimize and manage conflicts which may eurise among project 
team members 

45. Act 2US decision-maker and problem-solver among project team members, as 
required 

46. Assigi s^^fic tasks to project consultants 

47. Work with, or designate specific project team member (s) to work with 
the client's representatives throu^iout the course of a project, as 
required 

48. Plan and conduct meetings of project advisory groups 

49. Assimilate information obtained from advisors and from the project tern 
in order to further direct in-depth research efforts 

50. Monitor and measure the progress of the project by tracking and 
controlling ths schedule, costs and resources; formsdly request 
additional time an^or money to conplete the project, if required 

51. Evaluate the perfonr^moe of team menbers in oanpleting the various 
tasks in a project 

52. Identify problems/discrepancies in conducting a project and take 
corrective action 
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mxTBCT mucEHExm senior level 



Planning anA QnntrQl of Qirrent ProiectB fcont'd^ 

53. Review and approvcAiodi^ all portions of project deliverables and 
other materials ^epejced the project teen 

54. Prepare the finzd report for each project with assistance frcro the 
project tean 

55. ODordinate the revision of the final report, if required 

56. Monitor the production and mailing/ddLivery of all project dd-iveirables 
and other materials to sifiport project meetings, workethops and seminars 

57. Plan and conduct meetings ifitfa client's representatives, as required 
j8. Plan and conduct seminars and workdraps 

59. Qicourage brainstonning by the project team and others to identify 
additicmal products which may be generated from project-related 
activities 

60. Recooinend add-ons to current projects; supervise all activities 
required to formally effect and support changes in the scope of 
existing ocntr2K±s or grants 

Planning and Qontrdl of Potential Proiecta 

61. Establich and maintain/oontsct with organizations which regularly find 
projects and/ot grants in subject areas in %Mcfa the organization has 
ej^rtise 

62. Monitor current information-related research; reoonraend ways to develop 
future business activities and services for the information canminity 
as unsolicited proposals 

63. Work with prospective clients toward developnent of operational 
projects/services to be funded as insolicited proposals 

64. Identify titles/items for acquisitiion which advertise available 
projects and grants 

65. Review docunentati(m/verbal reports on requests for proposals, 
available grants and other ideas which could be developed as 
unsolicited proposals 

66. Select which potential projects deserve moire in-depth review 

67. Request/supervise the request for official documentation on specific 
requests for proposals and grant applications 
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Planning and Qonhrol of BoUntial ProicctB foont'dl 

68. Review official doctnflntationi reooranend specific action based on 
likelihood of award and current cUigations of staff 

69. Meet with other senior staff and management to determine which 
potential prefects to pursue, yibo will coordinate the proposal writing, 
who will serve as project director, and ttet the basic conceptual 
approach and project staffing will be 

70. CXntact the appropriate staff person at the sponsoring an^^or finding 
organization for clarification of regulronents, if necessary; attend 
pre-bid conferences vhen notified 

71. Develop the basic project plan and specific staffing requiranents 

72. Develop the project schedule and the in-house schedule for subnitting 
the proposal/grant application 

73. Contact potential sub-contractors, project consultants and advisory 
group members; obtain necessary formal ooninitments of support if 
project/grant is awarded 

74. Develop the project budget 

75. Conduct a project planning meeting with designated members of the 
project team 

76. Asslcpi appropriate nid level staff to develop detailed outlines for 
proposals and grant applications 

77. Revie»' detailed outlines and reccmnend appropriatr revisions 

78. Review drafts of proposals/grant e^ications pcqared by junior staff 

79. Prepare the final version of proposals/grant a^i^ioations 

80. Monitor the production and mailing delivery of all proposals/grant 
appll'»tions 

81. If project/grant award is received, sicp all official docunents as 
project director 

82. Khen appropriate, assist management in taking the necessary action to 
contest contract/grant aNard to another organization 
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HCJBCF MANAGENQIT BUSY LEVEL 



kncwledge r dated to literacy, nuneracy, ocnnunlcationB, etc. 
Subieeh knntfledae 

knowledge of the primary 8Ubj«;t field of clients served (e.g., 

librarlanahlp, education, medicine, cfaenistry, law, etc.) 
kncwledge of foreigi languages 

Infoimatim Sclcnoe KnaalmAj^ (Generic) 

knoi^ledge of definition, structure, and formats of infomaticn 
kno(#ledge of alternative i^oaches to the organization of Information 
kno(#ledc- of alternative approaches to retrieval of Infomatlon 
knowledge of alternative ai^nroadies to Information management 
knowledge of available and emerging Information tednologies and their 
applications 

knowledge of ccnpleted and ongoing research in the field and its 

applicability to practice 
knowledge of career OEportunities 
knowledge of how to learn on an ongoing basis 

Khowledcae about infomaticn work environmentB 

knowledge of the expanding Infcnmtion oonnunlty, its participants and 
their Interrelaticnahlps (social, eoonanic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of the finctions perfonnsd within the various work settings 

and the services and products offered 
knowledge of fhc users of the services and products, their diaracter- 

Istics anu information habits 

Khowledoe of what work ia done 

knowledge of the fixictions related to research analysis and desi^i of 

information and infbanation systans 
knowledge of the project monagnent functions, the range of services 

and products offered (both actual and potential) 
knowledge of the goals and objectives of each project 
knowledge of the activities that are required tc sqpport research, to 

offer the services and produce the pcoducTs 
knowledge of the various resources that are necessary to sufiport the 

activities 

knowledge of research, analysis and design tools 
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niarlcdoc of what work 1b «3nne fcant'd^ 

knowledge of reeeaicfa, aralysis and desi^i metbodB and techniques 
knowledge of project management tools 
knowledge of project management methods and tedmiques 
knowledge of job responsibilities 

knowledge of perfomanoe eiqpected and how it can be measured 

Knowledge of hew to do work 

knowledge of how to perform the various activities 
knowledge of how to use tiie research, analysis and design tools 
knowledge of how to apply the research, analysis and desigi methods and 
techniques 

knowledge of how to use the project management tools 

knowledge of now to apply tiie project management methods and tedniques 

KhOWledipe of \^ ftr9iin<«H-4m mnA an>nAfir wnrk mlfr 

knowledge of the mission, goals and objectives of the organization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and key pers(»nel within the 

organization 

knowledge of the policies and procedures relevant to project management 
operations 

knowledge of the various resources avedlable within the organization 
(e.g., personnel, etjuipnent, etc.) 



FRXrBCT HANMXMQIT HID LEVO. 



greater depths of knowledge qiecif led above 

knowledge of the operations of other sections in the organization and 

how they relate to project managonent 
knowledge of available vendoc-sifplied aystems, services and products 

to surppor*: project management and to support specific projects 
knowledge of the oontractii^ process, both In general and within the 

organization 

knowledge of evaluation methods and tedmiques to evaluate systems, 
services and products 
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greater depths of knowledge cqpecified above 
knowledge of public relations techniques 

knowledge of techniques for teachin^training members of the project 

t^ to perform epetaific tasks 
knowledge of statistical Jescription, analysis, in^.erpretation ani 

presentation 

knowledge of the costs associated with resources (materials, personnel, 
qpace, etc.) 

knowledge of cost analysis and interpretation methods 
knowledge of pricing methods 
knowledge of value assesament methods 
knowledge of methods of resource allocation 

thorough knowledge of various ocrputer-rdAted technologies, database 
and retrieval Eyston structures, aood basic pcogramning vocabularies 

8tate-of-the-«rt knowledge of research and practice in tecfaniques for 
research, analysis and design of information and information 
eystems 

8tate-of-the~art knowledge of research and practice in project 
management tedniques 
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HCJBCT mtkSEm/r emeby level 



literacy, numeracy^ oocpitive, analytical, ocnmunications, etc. 
Sktlla Related to ^if ic Activities 
Ability to: 
perfonn jsad) activity 

U80 and interface with users <*' canputer/micr«xxniputer, teleoonmuni- 

cations and oteer new equi sat/tBdndLoqieB 
perceive the needs of the die 
establish raiiport with colleagues and clients 
oonmunioate well hv %ntitten, verbal and noiHverbal means 
listen carefully 
think and argue logically 
collect, analyze and interpret data 

make decisions and reooninendations based on available information 

work ilndq>endBntly and in groups 

develop criteria for araluation 

make effective, timely, and wd.l-informed decisions 

isolate and define problons and develop the necessary criteria and 

action for their solution 
manage time effectively 
work under pressure of strict deadlines 
endure the stress of traveling and irregular wori'. hours 
stay organized lAiile working on several projects at the same time 
detract those ejects of a project i^idi are not envlronnent-qpecif ic 

and transfer ttim to rtiated projects 
supervise staff 



RtOJBCr MANAGEMOO' MED LEVEL 

Skills Pftlafcd to ach Specific Activity 

Skills listed above are developed to a greater extent 
AbUity to: 

coonunicate with data processing staff and other svqpport/contract staff 

on a technical level 
additrate and negotiate with contractors 
conduct meetings with individuals and gcovga 

10 



ERIC 



21 



nOJECr MANAGEMQir SQUOR LEVEL 



£kill8 listed above aie developed to a greater extent 
Ability to: 

develop realistic project plans and cost estimates 

assemble appcoEMTiate staff and oonsultenta for ea«ii project team 

anticipate long-range needs of the organization and th<9 effect of these 

needs on the project teen and other organizational resources 
plan and schedule activities ef fectiv^y 
lead and motivate the individual nembers of the project team 
train menobers of the project team 

design ^stopDs and procedures to iaiprove operations of the project 

team, of tlte organizationr and for clients 
iqpply methods of measurement and evaluation 
budget and make projections 

c^imize the use of organizational and project teem resources 
anticipate long-range needs of the client 
make reconnendations to clients with confidence 

present salient features of project reports to clients' representatives 

irtx) may or may not technically knowledg^ble 
discern the real situation facing d^nnts 
renain calm when reoonmendaticriS, findings, etc. are questioned 
justify reoonmendationo, methodologies, etc. 
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Dispositional Attitudes 

^titudes Toward Institutions 

Respect for profession 

Respect for the section 

Respect for the parent organizatic»i 

Attitudes Toward Other People 

Toward Users 

Respect users 

Like people in general 

Like to help people 

Like to meet people 

Like to make others feel comfortable 

Sensitive to others* needs 

Toward Qtliers in the Workplace 

Respect co-workers 

Like to work with others/sis a team 

Like to work on c%?n 

Willingness to draw iqpcn and share knowledge and ei^rience with 

others 
Supportive of co-workers 
Ehjoy managing/siqpervising others 

Personal Qualities 

Alertness 

Assertiveness 

0Gn^[;a88ion/Kind)e8S 

Oonfidenoe 

Cheerfulness 

Dependability 

DeterminatiaiiAtoacit^ 

Diplomacy 

Bnotional stability 
Fairness 

FlexibilityAersatility 
liDnagination 
Inquisitiveness 
Leadership ability 
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MTnnDBS 



FICJBCr MANAGEMENT 



Personal finals I-iog (mn^^^cW 

Neatness 

Need for achievemen. 

Objectivity 

Open-mindediess 

(^ijnisn\/lPositive attitude 

Organization 

Patience 

Riysical endurance 
Resourceful 
Sen8itiv€/?Ihoug^tful 
Sense of hinor 
Sense of ethics 
Tolerance 

Ahtitudes Related to Job/Wbrk/Organization 
Individual should demonstrate: 

Willingiess to take/accept responsibility 
Willingness to take initiative 

Willingness to tespond to authority, apply and follow policy 
Realization that there is no single "right" way to achieve the goals of 

the sectiai/organization 
Desire to lean)/try 
Willin^iess to fail 
Willingness to ask questions 
Desire to work to best of ability 
Responsiveness to time constraints 
Acx:uracy 

Willingness to get hands dirty 
Attention to detail 
Willingness to do clerical tasks 
Dosire to follo^-throu^ 
Service c»:ientation 
Organizational identic 

Willingness to (promote parent organization and its sc rvices 

View of parent organization as part of a larger information anvironment 

Ability to see broad picture 

Ability to sacrifice short-term gains for long-term goals 

Political sense 

Curiosity 

VBiriety of interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain current in specific and general subject field 
Positive attitude toward jcb 
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jhcrivmis 



RSEKEMCVANM'ySIS OP SBGOfCABY DATI^ WOS LEVEL 



1. Work with the project team to identify the specific reguiranents for 
obtaining literature (pubLished and mpubliGhed) and other Infonnaticm 
to 8i;cport a particular project 

2. Rscccifiencl obtaining data fron approfHriate online database services 
i^ich currently arc not available in-house, but which could be acquired 
for in-house use or could be searched ty a contract service 

3. Develop the strategy for obtaining, evaluating and packaging the 
information and cbta to best si^port projec^ needs 

4. Perform online searches using proper thesaurus terms and search 
tedmiques to retrieve the required Information 

5. Review retrieval output for relevancy; perform additional online 
searching, as required 

6. Obtain additional information to si^port a project, as required, by 
performing mmual literature S6urd)es, searching the in-house meistei: 
information files, and by contacting professioned associations, 
research centers and eiqierts in the field 

7. Obtain copies of docunents relevant to a project by purdiase, gift and/ 
or loan 

8. Review the dcxnments and hic^i^^t/extract material of special interest 
to a project; write brief evaluative ocmnents on the information 
contained in each dKHment 

9. Keep abreast of current developnaits in the field related to the 
various projects 

10. Hi^i^t or write short synopses of recently gathered information frcm 
formal and informal sources to support current projects and to ipdite 
the In-house master information files 

11. Prepare a state-of-^e-art bibliograpfay (with annotations) on project 
topics for inclusion in the project final report 

12. Assist mid levdl staff in developing qpecial information tools/jpackages 
for clients to provide acoaBS to information not readily available 
elsetAiere 

13. Docuonent the methodology of project-related reference activities for 
inclusion in the project final report 
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MaElVlTlKS 



WTN LEfTEL 



Other 



14. Assist with the identification, procurement, compilation and 
dccuRientation of information to si^^port marketing, internal researdi 
activities and proration of proposalF and grant applications 

15. Answer read/ iference questions frcm in4x>use staff 

16. Perform bibliographic verification as recpiired 

17. Translate/obtain in-house translations of titles and abstracts, as 
required 

18. Siqpervlse daily maintenance of the in-house master information files of 
systems, services, experts, organizations, equipment, 'vents, etc. of 
interest to the organization 

19. Maintain a file of staff subject interest profiles to support SDL 
service 

20. Run stored search profiles/programs at <^)ecified Intervals 

21. Notify staff oC informatlui added to the master infonnation files in 
their particular areas of interest 

22. Supervise iiqput to the master informaticm file of (references to) 
valuable data (written and graphic) gmerated Inrfaouse for project 
reports and presentations, proposals and grant eqpplications, seminars 
and workshops, etc. 

23. Provide assistance with the desi^i, development and management of the 
InHtiouse master information files 

24. Make recamendBitions for more effective information deveLopnent and 
processing in-house 

25. Recommend publicaticms/products which could be developed from 
Information contained in the master infonnation files 

26. Reoonmend acquisition of reference book^ and standard works in subject 
areas of interest to the organization 

27. Respond to queries about the organization's activities, projects, etc. 
as aussigned by senior staff 
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AuxxviTiES 



REFERQO/ANMiYSIS OF SBOOMABY DA!EA 



WnC£ LEVEL 



Other foonf 

2b. Keqp abreast of nei(^ and dianglng r^erenoe sources, services and tools 
and of new wd developing technologies applicable to reference 



29. Keep curreit on topics of interest to the organization an<Vor develop- 
ments in the information field in general 



30. Assist entry level staff with any questions related to search 
formulation or strategy. Including use of approved thesaurus terms for 
q>ecific indexes and/ot databases 

31. Review die strategy developed by mtry level staff for obtaining, 
evaluating and packaging the information and data to support a 
particular project; recomnend additimal strategies, sources of 
information and prooessing/^kaging techniques 

32. Refer major questions rdated to search) strategy and techniques, 
packaging of search results and obtaining literature and other 
unpublished information to the project director 

33. (X)tain eqpproval for and supervise acquisition of in-teuse or contract 
access to additional online cbtabase services 

34. Review written evaluations of project-related literature as {prepared by 
entry level staff; select importemt documents for the project 
director's personal review 

35. Draft secticms of project reports whic^i provide state-of-the-art 
background information on the t^ic(s) mder stud^ 

36. Ooordinate and participate in the developnent of lEpecial information 
tools/packages for clients; revise product plans/contents as 
reoonmended by the project director 

37. Arrange for in-house/contract production of publications/products 
developed for clients or from information contained in the master 
information files 

38. Review/revise dxtunentation on the methodology of project-related 
reference activities as prepared by entry level staff 



searching 



REEESENCE/ANMiYSIS OF SEQONDARy DKTA 



MID LEVEL 
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RSBtEMCE/ANMiYSIS OF SECXMDARY DMA MED LEVEL 



Other 

39. Obtain translations of foreign materials through use of contract 
services when in-bouse language ei^tise Is not aravllable 

40. Supervise the overall design » development and management of the 
in-house master infonnation files 

41. Res(^.ve questions related to inclusion of materials in the master 
infbrmation files 

42. Review information frcm the master Informatics files selected for 
weeding by entry level staff; refer questions to senior staff 

43. ftork with senior and other staff to develofv^change Individual subject 
interest profiles 

44. Develop and maintain stored search profiles for SOI service for staff 

45. Identify libraries, information centers and other information 
facilities in the local area irtiich 0(d.lect/dis8eminate information 
«A)idi siqpports the organization's subject interests 

46. Contact these facilities to identify the services they would provide to 
the 'ganizatlon; note any costs associated «rith services 



VEF^EXKE/rmJSSlS OF SEGONDABY DKTA SQUQR 



47. At the initial meeting of the project team, identify the basic 
information required to support a particular i»roject 

48. Advise junior staff on selecting iqppropriate seardi strategies based on 
available resources, time constraints, costs, etc. 

49. Advise junior staff of sources of unpublished literature on 
project-related topics 

50. ilpprovc/taodify reoonraendations of mid level staff to acquire In-house 
or contract access to online databases to support particular projects 

51. Besolve problems related to saarch strategy, search techniques and 
packaging of search results as referred by mid level staff 
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K9B<EMCE/ANHiYSIS OP SBOOMMCl DMA 



SEKIOR LEVEL 



52. Identify eatperta that jinior staff «hould contact to supg^y additional 
infonnation to Bopgozt particular projects 

53. Raad and evaluate ia^rtant project-r^ted literature recooiDended by 
mid lev^ staff 

54. Review annotaticns prepared by junior staff for all other {aroject- 
related literature; request copies of selected docunents for personal 
review, as required 

55. Receive and review advance copies of soon-to-be-piMished works and 
unpublished manuscripts/papers which are on topics related to 
particular projects 

56. Prepare draft written comnents on the literature and annotations 
i:eviewed; review and revise the ooninents for inclusi(Mi in project 
reports 

57. Identify the objectives and general outline of special information 
tool^packages to be prepared for clients 

58. Review and approve/modify the specific plans for and the draft 
revisions of the special information toQls/jpackages 

59. Prepare executive analyses to be included In special infonnation tools/ 
packages prepared for clients and in ary other information caroducAs 
prepared for publication by the organization 

60. At planning meetings, identify the basic Infonnation requirements 
needed to support marketing, internal research activities, and 
proration of {aroposals and grant eqpplioatlons 

61. Develop the overall design requirements for the master Infomation 
files 

62. Review and approve/modify detailed designs and operating procedures for 
the master uifoxmatlon files as prepared by junior staff 

63. Resolve problems related to any aspect of the planning, inplcnentatlon, 
operation and maintenance of the master infonnation files as referred 
by mid level staff 

64. Establish and maintain contact with vendors in order to obtain 
qp-to-date infonnation on products and services for Inclusion in the 
roaster infonnation files 
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AlxlvxtxES 



REEfSQICE/ANMLySIS OF SBQDNDARY EATA SENIOR LEVEL 



Other {cont'd) 

65. Review and zqpcvove/bodify reoonmendaitions and plans prepared by junior 
staff for publications/products which could be developed from 
information contained in the master information files 

66. Siqpervise the overall production of publioat ions/products developed by 
staff f ran information contained in the master information files 

67. Assign jui.ior staff to respond to specific queries about the 
organization's activities, projects, etc. 

68. Meet with memagers of libraries, information centers and other 
information facilities serving the local area in order to make the 
necessary arrangements to (Main ^)ecial sufiport, i«hen required, for 
the organization's information needs 
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REFERDlCE/JttC .YSIS OF SBCX)II»R2r LflTk BfEBY LEVn. 



knowledge r^ted to literacy, ntineracy, oonnunicatlons, etc. 



fiubitck knowledge 

knowledae of the primacy subject field of clients served (e.g., 

librarianahlp, education, medicine, dtonistry, law, etc.) 
knowledge of f oreigi languages 



Infonmticn Science Ihowledge (Generic) 

knowledge of definition, structure, and formats of Infomation 
knowledge of alternative fioprooches to the organization of information 
knowledge of alternative iq'ixroacfaes to retrieval of Information 
knowledge of alternative atztoadneB to inf (»nation managoncnt 
knowledge of available and energlng infomation tednologies and their 
e^:^ications 

knowledge of completed and ongoing research in the field and its 

applicability to practice 
knowl^lge of career offiortaiities 
knowledge of how to learn on an ongoing basis 

Khfflflfttlgft a^n11t• <"^nnn*»<c" ^rlc envlromentfl 

knowledge of the eiqpanding information oomunity, its participants and 
their interrelationships (social, economic, tednical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of the finctions performed within the various work settings 

and the services and products offered 
knowledge of the users of the services and products, their 

characteristics and information habits 

niatl^doe of what MOric tg Ame 

knowledge a* the general finctions rdated to research, analysis and 

design of information and information flystems 
knowledge of the reference and information analysis finctions, the 

range of services and products offered (both actual and potential) 
knowledge of the goals and objectives of each project 
knowledge of the clients* information needs and requironants 
knowledge of the activities that are reqpilred to stfiport research, to 

offer the services and produce the products 
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REFERB1C^M1M.YSIS OF SBCDIOABY DKEA Wm LEVEL 

K^fmiltAf^ of what work 1b done foQnt'd\ 

knotfledge of the various reeouices that are necessary to siqpport the 

activities 
knowledge of reference tods 

knovledge of reference and information analysis methods and techniques 
knovledge of job responsibilities 

knowledge of perfomance eiQiected and hov it can be measured 
Rhcwlcdge of how to do work 

knowledge of hew to perfonn the various activities 
knowledge of how to use tiie reference tools 

knowledge of how to apply the reference and infonnation analysis 
methods and techniques 

knowledge of the mission, goals and objectives ot the organization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and key personnel within the 

organization 

knowledge of the policies and procedures relevant to the secticm 
operations 

knowledge of the various resources available within the organization 

(e.g. personndf equipnentf etc.) 
knowledge of the infonnation needs and requirements of in-house staff 
knowledge of the organizaticm' s information collection (s) and of 

related collections 



vEstsms/mPLHSis op sbgondaiv dkia mid ijsvel 

greater depths of knowledge specif ied abOKW 

knowledge of the operations of other sections in the organization and 
how they relate to reference ai^ infonatton analysis 

knowledge of wrailaUe vendor-sifiplied lystens, services and products 
to siiport reference and infomtion analysis 

knowledge of the contracting pcooesSf both in general and within the 
organization 

knowledge of evaluation methods and tedniques to evaluate eystemSf 
services and products 
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VBFmancE/fmxsis of sucotaass cm 



greater depths of knowledge specified above 

knowledge of descriptionr analysis^ interpretation and presentation of 

informtlon findings 
knowledge of the costs ansociated with resources (materials^ personnel » 

space, etc.) 

knowledge cost analysis and interpretation methods 
knowledge of methods of resource allocation 

state-of-the-^rt knowledge of research and practics in reference and 
information analysis techniques 
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snuiS 



WFOmX/mLYSlS OF SECOmSS DATA 



onnr level 



literacy, nuneracy, oogiitive, analytical, ocninunications, etc. 
SktllB Related to Sbeclflc A±ivltiefl 
Ability to: 
perfonn jadi activity 

use conputer and teleoonDnunioations equipnent/systans with ease 
perceive the infoxmtion needs of the client and In-house staff 
establidi tepport with colleagues and expetta 
ccnmunicate w^ by written, verbal and non-verbal means 
conduct an Interview 
listen carefully 

obtain/elicit required infonnation from informal sources 
collect, analyze and interpret data 

quickly extract the main points of docunenti/informatiQn and present 
than concisely 

make decisions and reoonnendations based on aKrailable information 

work independently and in groqps 

develop criteria for evaluation 

make effective, timely, and well-informed decisions 

Isolate and define problems and develop the necessary criteria and 

action for their solution 
manage time ef fectivti.y 
work under pressure of strict deadlines 
endire the stress of irregular work hours during rush periods 
stay organized while working on several projects at the sane time 
extract information which is not environMnt-q)ecific to one project 

and use the information to su^iport related projects 
sifiervise staff 



REEfKE10/ANM.YSIS OF SEOONDABY DKTA MED LEVO. 



flclllfi Related to ach Specific Activity 

Skills listed above are developed to a greater extent 

perceive new infonnation needs where none have been required previously 
oomnunioate with data processing staff and other support/contract staff 

on a tedmioal level 
arbitrate and negotiate with ocntractoLS 
conduct meetings with individuals and groups 
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VBFEKESKB/PiUfLYSlS OF SEXDMCABY DATA 



SEMQR LEVIL 



Skills listed above are developed to a greater extent 

identify the information required to support each project 
estijnate the cx>8t of (M:aining the neoessaiy information to support 
eadi project 

anticipate long-range needs of the section and of the organization 
desigi systems and procedures to inprove operations of the section and 

of the organization 
apply methods of measu..anent and evaluation 
budg^ and make projections 

(^imize the use of organizational and section resources 
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REPEREMCE/ANALYSIS OF SEXX)NDABY UKIk 



ERLC 



Dispositional Attitudes 

Attitudes Toward Institutions 

Beqpect for j^ofession 
Re^)ect for the section 
Respect for the parent organization 

Attitudes Toward Other P^jple 

Toward Users 

Respect users 
Like people in general 
Like to help people 
Like to meet people 
Like to make others feel ocntfortable 
Sensitive to others* needs 

Toward Others in the Workplace 

Respect co-^rkers 
Like to work with others/as a torn 
Like to work on own 

Willingness to draw upon and share knowledge and esqperience with 

others 
Si^iportive of co-^rkers 
Enjoy managing/'siqpervising others 

Personal Qualities 

Alertness 
Assertiveness 
CorpassioiVKinchess 
Oonfidence 
Cheerfulness 
Dependability 
Detenninatiofx/ltenacity 
Diplonacy 

Bnotional stability 
Fairness 

ElexibilityAersatility 
Imagination 
Inquisitiveness 
Leadership ability 
Neatness 

Need for achievement 
Objectivity 
Open-mlndediess 
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REFEREMCE/ANALYSIS OF SBCXXCARY DMEA 



Personal nuallttes foonh'fl^ 
Neatness 

Need £or achievement 

Objectivity 

Open-mindediess 

Optltnisnv/lPositive attitude 

Organization 

Patience 

Physical endurance 
Resourceful 
SensitiveiAhoughtful 
Sense of honor 
Sense of ethics 
Tolerance 

Attitudes Related to JohAJork/Organlzatlon 
Individual should demonstrate: 

Willingness to take/accept re^>onsibility 
Willingiess to take initiative 

Willingiess to reqpond to authorityr ^ly and follow policy 
Realization that there is no single "right" w«v to achieve the goals of 

the sectioi\/organization 
Desire to leanV'tcy 
Willingiess to fail 
Willingiess to ask questions 
Desire to work to best of ability 
Rei^)onsive.iess to tlxne constraints 
Accuracy 

Willingiess to get hands dirty 
Attention to detail 
Willingiess to do clerical tasks 
Desire to follci^^hrou^ 
Service orientation 
Organizational identity 

Willingiess to pcaaote parent organization and its services 

View of parent organization as part of a larger information enviroiment 

Ability to see broad picture 

Ability to sacrifice ehort-^erm gains for long-term goals 

Political sense 

Ouriosity 

Vtiriety of interests 
Desire to grow personally 
Desire to grow professionally 

Desire to remain current in q?ecif ic and general subject field 
Positive attitude toward job 
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ACTIVITIES 



RESEARCB, MIK.YSIS MD EGSIGN WOS LEVEL 



1. Work as part of the project team to identify the St^flc primary data 
to be collected to sifiport a particular project 

2. Review project-rdated literature identified and annotated ty reference 
staff in order to gain state-of-the-art knowledge of the issue (s) under 
stud/ 

3. Work with mid level staff to develop procedures for data collection and 
anedysls 

4. ftork with mid level staff to develop draft survey forms, question^ 
naires, interview guides and other cbta collection tools to sqpport a 
particiilar project 

5. Nork with mid level staff to identify the sample population. Including 
persons to be Interviewed 

6. Perform the data collection operati(ms for a trial sample of the 
population to be studied 

7. Suggest revisions to the dftta collection tools, as required, based on 
reactions of and to the trial sancde 

8. Train and sqpervise si^port personnd in the use of data collectxcn 
tools and techniques 

9. Maintain iq)-to-date knowledge of the capabilities of statistical 
software packages available In-house or thrMtgh a contractor 

10. Work with mid level staff to develop coding systems to support 
tabulation and analysis of quantitative dita 

11. Train and sifervise support personnel in tabulating d&ta manually, if 
required, and in assisting in preliminary analysis of data tabulated 
manually or by CGDputer 

12. Hake written observations on the validity of the data collected; 
include okvious difficulties encountered ty reiqpondees in using the 
data collection tool(s) 

13. ifock with mid level staff to perform additional statistical analyses as 
detailed by the project director 

14. Work with mid level staff to prepare charts/graphs of data findings 

15. Arrange for and conduct interviews to collect non-nuneric data, as 
recpiired 
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AonvrnEB 



RESEARCH, NttLYSIS DESIGN WTBS LEVEL 



16. Review and document (In written anc|/or graphic form) Infomtition 
obtained fim intecvieweesi Includes prq>aration of flowcharta of 
s/stanSf oervf-iesy etc. 

17. Assist mid level staff in the prdim^naiy analysis and evaliation of 
systems, sexvioesr facilities^ etc. «s outlined by the pccj««d dired:or 

18. Nbck with mid level staff to dKunent the pieliminazy m /sis and 
evaluation 

19. Assist mid level staff in the preliminary develocment/design of 
eystensr facilities^ etc. as outlined bf the project director 

20. Assist mid level staff in the preiiaraticn of the detailed desi^i of 
s^cnsy facilities^ etc. follawing approval/nodifioatian of tlie basic 
desigfi by the project director, project oonsiatants and the client's 
r^esentatives 

21. Work with mid level staff to draft docunentation to tjqpport the 
reoGranoided eysteosy services^ etc. 

22. Assist mid level tituff in performing all primary data ooLlection and 
analysis activities required to support marketlngr internal research 
activities, and preparation of propoinls and grant andioations 

23. Keep abre«st of devdopients in the fitid oC data collection and 
analysis and of na« and developing technologies aiiilicable to the field 

24. Reccnmend acquisition of reference works on data collection and 
analysis for addition to the organization's library 



RESERRCB, ANALYSIS AND IBSJtiH tbi) LEVEL 

25. Ooordinate and participate In the dsvelopnent of procedures for data 
collection and analysis to support a particular project 

26. Ooordinate and participate In the develofinent of draft survey fonnsr 
qi^tionnairesr Interview guides and other data odlection tools 

27. Coordinate and participate in the identificaticm of the sample 
populationr including persons to be inte^iewed 
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ACTIVITIES 



RESEKRCB, MULYSIS AND DESIGN MID LEVEL 

28. Present the proposed data collection procedures and tools to the 
project director for rwim 

29. Coordinate and participate if any required revision of data collection 
procedures and tools 

30. Identify and acquire access to statistical software packages available 
in-house or through a contractor, following review of recoranended 
actions by the project director 

31. Coordinate and participate in the developnent of coding eystens to 
si:C)port tabulation and analysis of guentitative data 

32. Use and/or supervise use of statistical software packages for 
conputerized analysis of quantitative dsta 

33. Perform, avgevrtae md/or contract for oonnpater pcogranning to sifiport 
additional processing of data 

34. Monitor the training and supervision of data collecticn and analysis 
support personnel by entry level staff 

35. Monitor the progress of all data collection and analysis activities 

36. Resolve minor problems related to data coUection, tabulation and 
analysis; refer major problems to the project director with 
reconnendations for their solution 

37. Coordinate and participate the performance of additional statistical 
analyses as detailed by tibe project director 

38. Coordinate and participate in the j^eparation of charts and/or graphs 
of data findings 

39. Review documentation prepared by entry level staff sumnarizing 
information (Obtained from interviewees; reoonnend clarification md/ot 
revision, as required 

40. Coordinate and participate in the prel jninaty aralysis and evaluation 
of existing eystems, services, facilities, etc. as outlined by the 
project director 

41. Coordinate and participate in the documentation of the prd.iminary 
ana}v,3ls and evaluatioi. 

42. Coordinate and participate in the preliminary developnent/desicpi of 
^rstma, facilities, etc. as outlined by the project director 
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RESEMtCB, MWLYSIS MD DESIGN MID LEVEL 

43. Ox>rdinace and participate in the evaluation of the r^tive merit o£ 
conpeting {dans/deeigis by perfonnlng cost-benefit analyses and other 
analyses, as outlined ty the project director 

44. Q)ordinate and participate in the pcqaration of the detailed desigi o£ 
flystenns, facilities, etc. following approvalAodifioation of the basic 
desigi ty the project director, project consultants and the client's 
reprayentatives 

45. Coordinate and rij.ticipate in drafting docunentation to si:i)port the 
recomended systcins, services, etc. 

Other 

46. Coordinate and participate in all priinaiy data collection and analysis 
activities required to si:(iport marketing, internal research activities, 
and preparation of proposals and grmt i^ioations 



RESEAMB, MIK.YSIS AND DESIGN SQIIOR LEVO. 

47. At the Initial meeting of the project team, identify the basic piixnaiy 
data required to siqpport a particular project 

48. Identify potential data sources and data oollecticn methods 

49. Review and approv^^^nodify proposed data collection procedures and tools 
developed by jinior staff 

50. Identify the statistical analyses which should be performed on the 
quantitative data to be collected for a particular project 

51. Approve/nodify reoGoinendatlons of mid levd. staff to acquire in-house 
or contract access to statistical software packages and/or to obtain 
ooqputer programnlng svqpport (In-^wuse or uider contract) to sqpport 
additional pcocessli^ of data 

52. Resolve major prdslems rt lated to data coHecticn, tabulation and 
analysis as referred by mid levd. staff 

53. Review the results of tabulations and preliminary analyses of 
quantitative data 

54. Idmtify additional statistical analyses to be performed by junior 
staff 
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MaiVlTlES 



RBSERRCB, MULYSIS MD I£SIGN SENIOR LBm, 



55. Review the results of the oonpleted tabulations and analyses of 
quantitative dsta and assess oonments by jimior staff on Hie validity 
of the d&ta collected 

56. Review duurts/graphs of data findinqs and identify changes ancl/or 
additions to be made to the cfaarts/greq^ 

57. Outline the basic requirenents for pcdJjninaty analysis and evaluation 
of existing systensy services^ facilities^ etc. idiicb junior staff 
ahould perform 

58. Review docunentaticn on the pcdimlnary analyses and evaluations as 
prepared by junior staff and assess their findings 

59. Identify the major problems requiring resolution in the existing 
eystenv^servicer etc. and identify related sub-pcoblems 

60. Develop an outline of the basic requirenents of the future lysteny 
servicer facilit^r etc. nhicfa junior staff will develop/desigi 

61. Review and iqpprovc^/teodlfy the various plans/desigis identified and 
developed by junior staff 

62. Develop suitable criteria for judtfina the r^tive merit of the various 
plans/desigiSy Including cost effectrlveness of comparable aystems 

63. Review the evaluations of the various plana/desigius prepared by junior 
staff 

64. Select the plai>/desi9i which will meet the cli«it*s needsr be most cost 
effective^ and be suitable for modification/eiqpansion/upgrading in the 
future 

65. Present the recoonended and alternative plans/designs to project 
consultants and the client's representatives for their review; justify 
the reoonmended pLan/dieaign 

66. Ooordinate any revl#iiori to the recomnended plai\/desi9i as suggested by 
project consultants an<Vor client's representatives 

67. Outline the requirements for preparation of the detailed plan/desigi by 
junior staff 

68. Review and approv^/taodify the detailed plan/desigi devti.oped by junor 
staff 
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ACEiVlTIlB 



RESEMtCB, MIM.YSIS fN> DESIGN SBIIOR LEVEL 



€9. Utrrim all docunentation iurqpared ty junior staff dsscribing the data 
collectl<m procedures and tools, the analyses and evaluations of 
findings, and the evaluation of the various planfl/desigis dwreloped; 
modify and sqpplcnient the dKmnentation, as required, for indusicn in 
project reports 

70. Develop mathematical models, if appropriate, for identifying 
requirements/costs iiHaen planning similar flystens 

71. Develop recomnoided programs of action for inclusion in the final 
I»:oject r^rt 

Other 

72. Identify primary data collection and analysis activities required to 
siqpport marketing, internal research activities, and preparation of 
proposals and grant applications 
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KNDMUDGE 



RESEMO, MBLYSIS 6 DESIGN BORf LEVEL 



knowledge related to literacy, nuneracy, oomunicatlons, etc. 

knowledge rf the primary subject field of clients served (e.g., 

librarianshlp, education, medicine, chanistry, law, etc.) 
knowledge of foreigi languages 

Infomiation Selenee Khailady (Gmeric) 

knowledge of definition, structure, and formats of information 
knowledge of alternative iqpproacbes to the organization of information 
knowledge of alternative approaches to retrieval of Infoanatlon 
knowledge of alternative approaches to information managancnt 
knowledge of anmilable and anerging infonnation tectnologies and their 
applications 

knowlcM^e cf completed and ongoing research in the field and its 

applicability to practice 
knowle^ of career opportinities 
knowledge of bow to learn on an ongoing basis 

Khwledoe about InformiiUm «nrfc ^irarmentB 

knowledge of the ejpanding information OGoinunity, its participants and 
their interrelationehlpe (social, economic, technical, etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knowledge of the functions performed within the various work settings 
and the services and products offered 

knowledge of the users of the services and products, their characteris- 
tics and infomation habits 

fhcwledoe of what work im done 

knowledge of the functions rdated to research, analysis and desi^i of 
information and Information systems, the range of services and 
products offered (botti actual and potential) 
knowledge of the goals and objectives of each project 
knowledge of the clients* information needs and reqpiirenents 
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RESEAROl, NffLYSIS 6 DESIGN EMIBY LEVO. 



motfledoe of lAat work Ig doig fonnt'd^ 

knonrledge of the activitiee that are required to offer the services and 

{HToduoe the products 
knowledge of the various resources that are neo. sary to eapjport the 

activities 

knowledge of researdir analysis and desi9i tods 

knowledge of researchr analysis and desigi nethods and tedniques 

knowledge of job reqionsibilities 

knowledge of performance eiqpected and how it can be measured 
KhcwledM of hew to do work 

knowledge of how to perform the various activities 

knowledge of how to use the research, analysis and desigi tools 

knowledge of how to apply the researdi, analysis and desi^i methods and 

techniques 
knowledge of public relations techniques 

Bifwledoc of the or9antgatlon and gpeelf Ic work unit 

knowledge of the mission, goals and objectives of tiie orgeuiization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and key personnel within the organi- 
zation 

knowledge of the policies and procedures relevant to the secticm 
operations 

knowledge of the various resources available within the organization 
(e.g. personnel, equipient, etc.) 



RESEARCH, MOLISIS 6 EESIGN HID LEVO. 



greater dqpths of knowledge specified above 

knowledge of the operations of other sections in the organization and 

how th^ relate to research, analysis and design 
knowledge of available vendor-diiplied systens, services and products 

to support research, analysis and dteign 
knowledge of the contracting process, both In general and within the 

organization 

knowledge of evaluation methods and techniques to evaluate systems, 
services and products 
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RESEARCB, MOLYSIS & DESIGN 



SBHOR LEVEL 



greater depths of knowledge specified above 

ioKMledge of statistical descr^tion, analysis, interpretation and 
presentation 

knofledge of the costs associated with resources (materials, personnel, 
cqpaoe, etc.) 

knwledge of cost analysis and interpretation methods 
knowledge of methods of resource allocation 

state-^-the-ert knowledge of research and practice in techniques for 
research, analysis and design of information and information 



systems 
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mni£ 



RESEARCH, Mm.YSIS & DESIGM 

flcUlB Relatftd to Saeelf Ic Acfclvltleg 
Ability to: 



BUSY LEVQi 



literacy, nunetacy, oogiitive, analytical, ocamunlcations, etc. 



perfonn each activity 

use cooputer and tdeoGnnunications egulpiMnt/qrBtans with ease 
use a logical approach to problcn analysis and proUoD solving 
establish rapport with colleagues, interviewees and clients 
oonmunloate well fcy written, verbal and noimrbal means 
conduct an Interview in person or ty phone 
dlicit required d»ta 
listen carefully 

use ccniNitlng, nathcnatlcal and statistical, and flystems analysis tech- 

nlcpies for collecting, analyzing and interpreting dhta 
discern questionable data and verify or reject than 
make decisions and recomnendaticns based on available Inf oxmatlon 
woiic ind^endently and in groups 
develop criteria for evaluation 
make effective, timely, and well-infocmed decisions 
isolate and define problems and develop the necessary criteria and 

action for their solution 
manage time ef fectivdy 
work under pressure of strict deadlines 
endure the stress of irregular work hours during rush periodb 
stay organized while working on several projects at the same time 
extract data and/or techniques iMcb are not environnent-^ecific to 

one project and use the data and/or tedniques to support related 

projects 
supervise staff 
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mni£ 



RESEARCS, MULYSIS & DESIGN MID LEVEL 



flclllB Rftlated to Each fipaclflc Achlvity 

Skills listed above are developed to a greater extent 
Ability tot 

identify and define gtepe in deita 

resolve conflicting data 

develop criteria to evaluate oonpeting eystens 

oamunioate witii data processing staff and other support/contract staff 

on & tednical levd 
arbitrate and negotiate with contractors 
conduct meetings with individuals and groups 



SESEARCS, ANALYSIS 6 DESIGN SENIOR LEVEL 



Skills listed above are developed to a greater extent 
Ability tot 

identify the basic data and analysis required to properly examine a 
given topic 

estimate the costs of collecting, analyzing, evaluating data and 
desigiing/reocnBMnding solutions for clients* needs 

anticipate long-range needs of the section and of the organization 

desigi eystems and procedures to iiqprove operations of the section, of 
the organization, and for clients 

apply methods of measurement and evaluation 

budget and make projections 

optimize the use of organizational and section resources 



ERIC 



37 



50 



RESEARCH, MHPLYSJS & DESIGN 



Dtfiaoosltlonal AhhifaiA>s 

Attitudes Ttaward Tnstltutlonfi 

Bespect for profession 

Re^^ect for the section 

Re^)ect for the parent organization 

Attitudes Toward Other People 

Toward Users 

Respect users 

Like people in general 

Like to help people 

Like to meet people 

Like to make others feel comfortable 

Sensitive to others' needs 

Toward Others in the Workplace 

Respect co-workers 

Like to work with others/as a team 

Like to work on own 

Willingness to draw upon and share knowledge and es^rience with 

others 
Siqpportive of co-workers 
Ehjcy managing/siqpervising others 

Personal OuaHties 

Alertness 

Assertiveness 

ConpassioiVlRlndiess 

Ocmfidence 

Cheerfulness 

Dependability 

DeterniinatioiV^enacity 

DLplcmacy 

Bnotional stability 
Fairness 

PlexibilityAersatility 
Bnagination 
Inquisitiveness 
Leadership ability 
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RBSEAROI, NUPLYSIS & DESIGN 



P^rannal ntial^^i^^g fmmft^^ 

Neatness 

Need for achiev€n)ent 

Objectivity 

Open-ionindediess 

Optimiaiv^sitive attitude 

Organization 

Patience 

Physical endurance 
Resourceful 
Sensitivc/Ihoughtful 
Sense of hunor 
Sense of ethics 
Tolerance 

Attitudes Related to Job/Wbrk/Organlzation 
Individual should demonstrate: 

Wlllingpiess to take/accept responsibility 
Wlllingiess to take initiative 

Willin9iess to reqxsnd to authority, api^y and follow policy 
Realization that there is no single "ri^t" ws^ to achieve the goals of 

the sectioiv^organlzation 
Desire to lean\/try 
Wlllln9iess to fail 
Willln^iess to ask questions 
Desire to work to best of ability 
Responsiveness to time constraints 
Accuracy 

Willlngiess to get hands dirt/ 
Attention to detail 
Willln9iess to do clerical tasks 
Desire to follcw^-through 
Service orientation 
Organizational identic 

Willlngpiess to promote parent organization and its services 

View of parent organization as part of a laroer information ^ivironmait 

Abili^ to see broad picture 

Ablli^ to sacrifice short-^erm gains for long-term goals 

Political sense 

Curiosity 

Variety of interests 
Desire to grow personally 
Desire to grow i^ofeesionally 

Desire to reonain current in specific and general sidDject field 
Positive attitude toward j<A) 

O 39 

ERIC 52 



iMumKL'joN soma aimiw hdrssidni. oDmocus 



Er|c 53 



ACTIVITIES 



MNRKETING EMIBY LEVEL 

1. Attend and participate in brainstorming sessions to identify potential 
marketing strategies and ideas 

2. Assist mid level staff in preparing draft copy for brochures to 
advertise the services^ publications and/or products provided/produood 
by the organization 

3. Identify professional organizations vlhoBe menberEiiip lists ehould be 
obtained for marketing purposes 

4. Oont2u± desiguited sources to obUdn information on the requirements 
for acquiring a copy of their mailing lists for marketii^ puiposes 

5. Assist mid level staff in preparing draft copy for press releases on 
the organization's activities^ research findings^ perscmnel and 
publications and/or products 

6. Ooordinate mailing press releases to the new editors of designated 
joumalsr newsletters^ etc. 

7. Assist mid level staff in developing the standard "boiler plate" 
secticxis of proposals which detail corporate e^^rience, resources^ 
facilities, etc. 

8. Reoomnend topics for inclusion in the organization's newsletter 

9. Prepare preliminary copy for the organization's newsletter as assigned 
by mid level staff 

10. Coordinate mailing samples of new publications to the editors of 
desicpiated journals^ reference guides, etc. In the appropriate subject 
fields 

11. Reccninend attention-getting themes for paid advertisements 

12. Assist mid level staff in preparing draft copy for paid advertisements 

13. Proofread galleys of marketing docunents as assicpied 

14. Prepare a list of publicatione/products produced ty the organization 
for inclusion in/With new publicationsi/^roducts and for distribution at 
eidiibits 

15. Assist mid level staff in developing a plan for the organization's 
esdiibit at professionzd meetings and conferences 

16. Staff the organization's eidiibit during assicpied time periods 
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MARKETING WTRX LEVEL 



17. Answer exhibit viewers* questions about the organization; refer 
appropriate questions ^o hither level staff for response 

18. Ptten^l loal, national^ and international professional rt^ings and 
conferences to maintain the viaiMlity of the organization, tv^ discwer 
are:is of interest to potential clients, to ' intain prolessior^l 
contacts, and to gain up-to-date infonnatiwn on developments, 
technologies, systems, services, experts, consultants, conixtxtors, 
et::^. in the information field 

19. P&rticipate in ocnmittee work for profession;! organizations in the 
information fidl^ 

20. Attend and participate in meetings with potential clients as indicated 
ty senior ^taf f 

21. ttt<^d and participate in seninars, workshops, presentations, etc. 
which describe the organization and its serviceo/^oducts 

22. Keep abreast of activities of coirpeting oonpanies in the information 
field and of the market conditions for infoaation service; prepare 
surmary reports for in^iouse distribution 



MARKETING MID LEVEL 



23. Prepare a detailed outline of Informatl^ to be presented in paid 
advertisemnts, brochures, exhibits, etc. to advertise the services, 
publications an4/or products provide(Vproduced by the organization 

24 Prepare draff copy for advertisements, brcchures, ejdiibits, etc.; 
review and ^^rov^^^iodify any copy prepared ty entry level staff 

25. Present the draft copy with prelimlmry ideas for artwork to senior 
staff for review 

26. Arrange for and coordinate the s«Jtf^rt activities <^ photographers und 
graqphic desicr.erVartists in planning the layout and illustrations fo. 
paid adirertifierrafits, brodiures, esdiibits, etc. 

27. Arrange for the purdiase of ad\rertising space in appropriate journals, 
etc. 

28. Ocx>rdinate and participate in the writing and layout of the organiza- 
tion's newsletter at (Specified interval r 
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ACTIVITIES 



MARKETING MID LEVEL 

29. Ooordinate the laroofreadlng of the gall^s fcy staff 

30. Present the gall^s to senior st2iff for review 

31. Arrange for and ooordinate the 8i:qpport activities of printers, video 
cameranenr etc. 

32. Coordinate and participate in drafting press releases on the 
organization's activities, research findings, personnel, and 
pi^lications and/or products 

33. Prepare a draft listing of news editors who should receive the 
organization's press releases 

34. Ooordinate and participate in the writing of the standard "boiler 
plate" sections of proposals which detail corporate experience, 
resources, facilities, etc. 

35. Prepare a draft listing of editors of journals, reference guides, etc. 
who should receive sanple copies of new puhlioations produced by the 
organization 

36. Plan anu make arrangements for dl^lay of the organization's eidiibit at 
appropriate professional meetings and conferences 

37. Jievblap a draft plan for staffing the eidiibits 

38. Respond to the more difficult que&ticns posed by esdiibit viewers as 
referred by entry level staff 

39. Prepare detailed plans and coordinate all arrangements for presentation 
of seminars, workt^iops, lectures, etc. vAiich describe the organizaticm 
and its services/products 



HARKETINr; SENIOR LEVEL 



40. WorH with management of the organization to identify the purpose and 
objectives of the organization's marketing program 

41. Oonduct brainstorming sessions with junior staff to identify potential 
marketing strategies and ideas 

42. Develop a marketing plan and establish a b-.5ge\ for each of the 
organization's publications, products, services, etc. 
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ACTIVITIES 



MARKETING SQIIOR LEV£L 



43. Prepare a basic outline of information to be presented in each 
marketing tool 

44. Rariew and a^rovesA^dify all marketing materials before production 

45. Keview and approve/modify all distribution plans for marketing 
materials as developed by junior staff 

46. Outline Information to be gathered, tabulated, and analyzed by dtaita 
collected staff in order to measure the effectiveness of the 
organization's varies marketing strategies and to dt)taln feedback from 
clients and users of services/products on their degree of satisfaction 
with the organization's services/products 

47. Analyze results of findings of marketing researdi and reoomnend to 
management appreciate change s In marketing strategies and In services/ 
products to clienti^users 

48. Review and analyze market conditions and trends In the Information 
service field and forecast the volume of demand for its services/ 
products the organization can esqpect over a definite period In the 
future 

49. .^econroend to management areas In which the organization should enqpdnd 
its esqpertise, services, products, etc. in order to potentially 
generate more business activity 

50. Represent the organization at professional meetings, conferences, etc. 

51. Maintain close liaison with system vendors, publishers, es^erts, 
consultants, potential clients, etc. 

52. Arrange fci and conduct meetings (formal and Informal) with potential 
clients In order to explote possibilities fci f^iture service/support 

53. Prq^are the basic plan for and conduct semlnarn, t^rkitops, lectures, 
etc. which describe the organization and its services/proudcts; assl9i 
junior staff to participate as appropriate 
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MARKETING 



ENIBY LEVEL 



knowledge related to literacy, nuneracyr oomnunlcations, etc. 
Subiec± knotfledgea 

knowledge of the primary subject field of clients served (e.g., 

librarianddp, education, medicine, chenistry, law, etc.) 
knowledge of foreigi languages 

informatioti ffrlfTiffft KhfflflftflgP (Generic) 

knowledge of definition, structure, and fonnats of infomation 
knowledge of alternative afiproaches to the orgzuiization of infomation 
knowledge of alternative approaches to retrieval of information 
knowledge of alternative aiproadies to information management 
knowledge of available and emerging information tecln<d.ogie8 and their 
a£%>lication8 

knowledge of completed and ongoing research in the field and its 

applioBbility to practice 
knowled^ of career OEportunities 
knowledge of how to learn on an ongoing basis 

KhflwIpdfiP ahniih Infftnwtfrtnn warlc environbaits 

knowledge of the expanding ir:formation conmunity, its participants and 
their interrelationships (social, eooncmic, technical, etc.) 

knowledge of the v&^iety of work settings and their organizational 
structures 

knowledge of the finctions performed vithin «-he various work settings 

and the sei/ioes and products offered 
knowl«*dge of the users of the services and products, their 

diaracteristics and infoouation habits 
knowledge of the recpiirements and demands of the market^ce for the 

research, analysis and design services provided by the 

organization and similar organizations 
knwledge of the benefits experienced by clients who have used the 

service^ products produced by the organizations 
knowledge of the benefits experienced by users of the services/products 

of oonpetlng organizations 
knowledge of the satisfaction levels experienced by users of the 

organization's 8ervioMi/)products 
knowledge of satisfaction levels experienced by users of the seivices/ 

products of oonpetlng organizations 
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KHnHfiHRfB 



MAEXETING WTBS LEVEL 



KhCTfledpg of what work le done 

knowledge of the general fixtctions related to reeeardi, analysis and 

desigi of Infonmtion and Infonnation flystens 
knowledge of the marketing functions, the range of services and 

products offered (both actual and potential) 
knowledge of the activities that are required to offer the services ar.d 

produce the ccoducts 
knowledge of the various resources that are necessary to support the 

activities 
knowledge of marketing tools 

knowledge of marketing methods and techniques, including selling 

methods and tectailques 
knowledge of public relations methods and tedriques 
knowledge of business methods and techniques 
knowledge of job responsibilities 

knowledge of performance expected and how it can be measured 
i&iQMledpe of hew to do work 

knowledge of how to perform the various activities 

knowledge of how to use the marketing tools 

knowledge of how to apply the marketing methods and tedmiques 

KhntflAdne of fchg oryin<«iiHnn »nA a^jfic work unit 

knowledge of the mission, goals and objectives of the organization 
knowledge of the structure of the organization and the role of the 

section within the organization 
knowledge of the various projects and k^ personnel within the organi- 
zation 

knowledge of the policies and procedures relevant to section operations 
knowledge of the various resources available within Lhe organization 

(e.g. personnel, equlpnent, etc.) 
knowledge of specific and generic servioas and prodi^cts produced by the 

organization 
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MABKmMG MID LEVO. 



greater depths of knowledge specified abotre 

knowledge of the operations of other sections in the organization and 

how th^ rdate to narketing 
knowledge of avaHaMe vendor-su^jplied aystens, services and products 

to support marketing 
knowledge of the appropriate media sources and *»rvices to utilize to 

sqpport the organization's narketing pcograni 
knowledge of the contracting process, both in general and within the 

organization 

knowledge of evaluation methods and tedniques to evaluate Gfystems, 
services and products 



MARKETING SBUQR LEVFL 



greater depths of knowledge specified above 

knowledge of statistical description, analysis, interpretation and 
presentation 

knowledge of the costs associated with resources (materials, personnel, 
space, etc.) 

knowl^ge of cost analysis and interpretation methods 
knowledge of methods of resource allocation 

state-of-^he-art knowledge of research and practice in marketing 
tedniques 
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mni£ 



EKERSr LEVEL 



literftcyf nuneracy, oogiitive, analywical, oonrnurdcationB, etc. 
Skills Related to Spaelf Ic Activitieg 
l>ility tot 

perform activity 

U8e/int«rface with usees of microoonputer, ocnputer, tdecxninunicBtions 

and other nen equliaent tedncdogies 
perceive the servioes^roduct needs of potential dients 
establish tappoct with colleagues, clients (actual and potential) , and 

i^opclate media personnel 
oanmnioate well ty written, verbal and non-verbal means 
sell the organizaticn and its products/ services 
doTjonstrate business sense 
listen carefully 
thipJc and argue logically 
think quickly in response to questions 
project a winning attitude 
collect, analyze and interpret data 

make decisions and reocranendations based on available information 

work independently and in gra;^ 

develop criteria for evaluation of services/products 

make effective, timely, and well-informed decisions 

Isolate and define pr(^enis and develop the necessary criteria and 

action for their solution 
manage time effectively 
work under pressure of strict deadlines 

stay organized i^iile working on several projects at the sane time 
endure the stress of traveling and irregiiaar work hours, when necessary 
si^ervise staff 



MID LEVEL 



fifcillB Rriated to Bach Sipecific agfeivity 

Skills listed above are developed to a greater extent 
jy^ility tot 

oonnunicate with media production staff/contractors on a technical 
levai 

arbitrate and ne«>tiate with contractors 
conduct meetings ^ith individuals and groins 
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8B1I0R LEVEL 



Skills listed above are developed to a greater extent 
Ability tot 

develop marketing plans and strategies that produce an increase in 

business for the or^mization 
anticipate future needs in the narket|aaoe 
elicit creative ^deas from marketing staff 

anticipate long-range needs of the section and of the organization 
desigi aystems and {cocedures to improve operations of the section and 

of the organization 
apply methods of measurement and evaluation 
budget and make projections 

ogtiadze the use of organizational and section resources 
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Jfl T l T lUS 



NARKEmC 



DtsDoaltlonal Attltudea 

Attitudes Toward InBtltutionfi 

Respect for profession 

Rei^ect for the section 

Beqpect for the parait organization 

Attitudes Toward Other People 

Toward OBets 

Reject users 

Like people in general 

Like to help people 

Like to meet people 

Like to make others feel ocxnfortable 

Sensitive to others' needs 

Toward Othera in the Workplace 

Reelect co-^rkers 

Like to work with othere/as a team 

Like to work on own 

Willingiess to draw i:pon and share knowledge and es^rience with 

others 
Supportive of co-workers 
Bijoy managing/stqpervising others 

Alertness 

Assertiveness 

Ccnpassiont/Klnchess 

Confidence 

Cheerfulness 

Dependability 

Deteoiinatioix/teuicity 

DLplcnBcy 

^notional stability 
b^imen'j 

Flexability/Versfttility 
SiMgination 
mquisitiveness 
Leadership ability 
Heatness 

Need for achievenient 
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MARKETINS 



ParBcnal Qualltlea tctx±*6) 

Objectivity 

Open-mindediess 

(^imiait/^itive attitude 

Organization 

Patieioe 

Ih^ical endurance 
Resourceful 
Soisitivc/lSxMc^ul 
Sense of hunor 
Senae of ethics 
Tolerance 

^tit'"^ Belated to Job/Work/Organization 

mdividued should demonstrate! 

Willingiess to take/accept reeponsibility 
WillinTiess to take initiative 

Willingess to respond to authority, apply and follow policy 
RuQization that there is no single "ric^t" way to aciiieve the goals of 

the sectioiV'organization 
Desire to lean>/try 
Willin9)ess to fall 
Willingiess to ask questions 
Desire to work to best of ability 
Responsiveness to tine constraints 
Accuracy 

Willin^iess to get hands dirty 
Attention to detail 
WlllLigiess to do clerical ttisks 
Desire to follow^^oug^ 
Service orientation 
Organizational identity 

Wlllin^iess to pronote parent organization and its services 

View of parent organization as part of a larger Infoonation environnent 

Ability to see broad picture 

Ability to sacrifice ^rt-tenn gains for long-term goals 

Political sense 

curiosity 

Vhriety of interests 
Desire to grow personally 
Desire to grow professionaxiy 

Desire to reutaln current in ipeclflc and general sibject field 
Positive attitude toward job 
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AutxvitjCES 



ORQANIZATIOli/MANABEMEIlT SUFPQRT 



quiv level 



ERIC 



1. Identify materials to be included in section, master organization and 
personal files 

2. Reconmend purchase of professional publications/audiovisuals for 
Inclusion ti the staff library 

3. Perform special studies, as assigied 

4. Oonduct business by phone, %Aienever appropriate 

5. write memos, letters, reports, etc. as required 

6. Maintain a record of work performed and prepare a monthly report of 
activities 

7. Prepare manuals of procedures 

8. Make recommendaticms to the secticm manager for improvement in 
operations of the section 

9. Attend and participate in staff meetings 

10. Provide an overview of the operations of the section to visitors, as 
requested 

11. Supervise technicians and other pareqprofessional staff 

12. Work to develop "esprit de corps" among staff supervised 

13. Assist section manager in writing job descriptions for self and for 
staff supervised 

14. Assist section manager in developing performance standards for self 
and for staff siqpervised 

15. Assist section manager in the review and performance evaluation of 
staff supervised 

16. Assise in the selection of new techiicians and paraprofessionals 

17. Keep abreast of developnents and new and developing tednologies in 
the information field and in related f i<elds, as required 

18. Attend profeBsional meetings and prepare reports for dissenlnation to 
staff 

19. Develop professional contacts both within and outside the parent 
organization 
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MXiVlTlHS 



GRGNHZAnOH/hANAGEMBir SOFPQBT MID LEVEL 

20. Make preliminary selection of forms andl/or de\^elop draft record 
formats for files and operations, as appropriate 

21. Weed section files, as assi9fied 

22. Identify and evaluate commercially available systems/services to 
support section/organization activities 

23. Assess performance (£ existing eguipnent/systens/servioes used in the 
section/organization and investigate capabilities of other equifment/ 
£fystems/sen* ices 

24. RecGRinend acquisition of new/additional equ^ment/systems/services 

25. Train staff in operation and in-house maintenance of equipnent/ 
systems/services 

26. Si^rvise in-house operation and maintenance of equipment/systems/ 
services 

27. Gather Information for maintenance contracts on equlpment/eystetns 

28. Craft statements of work for contract proposals for services, systems, 
equipment and/ot maintenance 

29. J^aluate contractors* proposals 

30. Act as contract monitor/technical representative, as assicped 

31. Train and siqpervise entry level staff 

32. Assist in the selection of new professional staff 

33. Write articles for professional journals/newsletters %Aien aippcopciate 



QRSAraZXIlOI01MIM3EMm SUPPORT SEMIOR WJBj 

Review and dispose of materials/information selected for weeding/ 
deletion from section files 

Draft section procedures and policies; draft revisions as required 

Flowchart and docuiait section procedures 
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34. 

35. 
36. 



ERLC 



MlVVlTifiS 



CICANIzmOlV^nNAGEMB^r SaPFGRT SOUOR LEVEL 

37. Assist section manager in on-^ing systeois analysis of the section 

38. Analyze statistics of section operations and prqpare draft statistica? 
reports 

39. Train and supervise mid leirel staff 

40. Assist section manager in preparing the annual budget for section 
operations 

41. Function as section manager in hie/her absence 

42. Rqpresait the section/organization at meetings, etc«, as assigied 
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IWnffJTCR 



OR»NIZmOI0VmG91ENT SUPEORf EtfOS LEVEL 



knowledge related to literacy^ nuneracy, OGnnunicatlonSy etc. 

kn.j»rledge of the primaiy subject field of clients senred (e.g. , libcar- 

ianshipr education, -nediciner cfaonistryr law, etc.) 
knowledge of foreicp ltt.,|Uages 

Informi >»ion Scimnr^ Khrwi^j^ (Generic) 

knowledge of deClritionr structure^ and fomats of information 
knowledge of alternative aEproaches ^ the organization of inf onnation 
knowlec'3e of altem^llve approaches to retrieval of infonvtion 
knowledge of alternative approaches to infonnaticn nanagenent 
knowledge of available and emerging information tecfaiologies and their 
applications 

kn(Mledge of oonpleted and ongoing research ix. the field and its appli- 
cability to practice 
knowledge of career opportunities 
kn(Mledge of how to learn on an ongoing casis 

kn(Mledge of the ttq^anding information commnity, its participents and 
their interrelationships (social, ecoronicr tednicalr etc.) 

knowledge of the variety of work settings and their organizational 
structures 

knc. 'ledge of the functions performed within the various work settings 
and the services and products offered 

knowledge of the users of the services and products, their characteris- 
tics and infoonation habits 

niowled»3g of what work ia dnne 

kn(Mledge of the functions required to support sectiu\/organizational 

optfrations and managfloent 
kn(Mledge of the activities that are required to offer the services and 

produce the products 
knowledge of the various resources that are necessary to sifport the 

activities 

knowledge of tools for training, siqpervising, and evaluating staff 
knowledge of tools for stfjporting sectlaVorganizational operations and 
managan«nt 
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xmusxz 



ORGMlIZmOI01ANAGQlQir SURORT QfEBY LEVEL 



mowledae of whah work 1b done fonnt'd^ 

itnowledge of methods and techniques for sifporting sectioVorganlzation 

operations and management 
knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable conpensation benefits, etc.) 
knowledge of performance e^qpected and bow it can be measured 

Khcwled9e of how to do work 

knowledge of how to perform the various activities 
knonrledge of how to use the tools for training . supervising, and 
evaluating staff 

knowledge of hew to use the tools for sifiporting sectioiv^organizational 

operations and management 
knowledge of how to apply the metljods and techniques for training, 

supervising, and evaluating staff 
knowledge of how to apply the methods and techniques for supporting 

section/organizational operations and management 
knowledge of personnel procedures 

Knowledge of standards, measures, and Btethods for evaluating personnel 
KhCMledoe of the or9aniaaH^ and specific work unit 

knowledge of the aiissior. goals and objectives of the organization 
knowledge of the structure of the orguiization and the role of one's 

section within the organization 
knwledge of the various projects and key per»c.>nel within the organi.- 

zation 

knowledge of the policies and procedures relevant to operations of 
one's section 

knowledge of the various resources available within the organization 

(e.g. personnel, eguipnent, etc.) 
knowledge of in-faouse Information needs and requirements 



ERIC 
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ORGANIZAnOl01NUGEMB<r SUPFGRT MID LEVEL 



greater depths of knowledge specified above 

knowledge of the operations of other sections in the organizatiui and 

how th^ relate to one's own section 
knowledge of available vendor-supplied systems, services and products 

to support sectiorv/organizational operations and supervision/ 

nanagena.'t 

knowledge of the contracting process, both in general and within the 
organization 

knowledge of evaluation methods and tecfanlgueB to evaluate systems, 

services and products 
knowledge of quality and production control techniques and procedures 



ORSANIZATIOI^lANAGEMEin' SUPPORT SQCEOR LEVBj 



greater depths of knowledge gpecified above 

knowledge of statistical description, analysis, interpretation and 
presentation 

knowledge of the costs associated with resources (materials, personnel, 
space, etCt.) 

knowledge of cost analysis and Interpretation methods 
knowledge of methods of resource allocation 

knowledge of alternative management structures and their ioplications 
for the operation of the section 

state-of-the^rt knowlec:ge of research and practice in techniques for 

training, supervising, and evaluating staff 
state-of-the-art knowledge of research and practice In techniques for 

supporting sectiotv^organizational operations and management 
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SKIULS 



g^^Vi Rg^^l:^ to Specific Activities 
Ability to: 



ENHOr LEVEL 



literacy, nuneracy, cognitive, analytical, comunicaticns, etc. 



perform .sBfib activity 

perceive the infomatlcn needs of section staff and managennent 

oGnnuinicate well fcy written, verbal and n<xwverbjd means 

listen carefully 

think and argue logically 

think quickly in response to questions 

project a positive attitude about the activities of tlte section/ 
organization 

make decisions and resomnendations based on available information 

work ind^endently and in groups 

deve?xyp criteria for evaluation 

make effective, timely, and well-Informed decisions 

isolate and define problems and develop the necessary criteria and 

action for their solution 
manage time effectively 
conduct an interview 
train staff 
sc^zvise staff 

establish rapport with colleagues and with staff 8i;^rvised 
develop "espirt de corps" among staff supervised 
conduct meetings with individuals and with groi^ 
resolve conflicts onong staff 



QRGANIZAriOH/MMiAGEMaiT SUPPORT MID LEVEL 



ERIC 



SklllB Iteliited to Bhdi Specific Activity 

Skills listed above are developed to a greater extent 
Ability tot 

perceive the needs of the organization and not just of the section 
understand the operation and maintenance requirements of equipment/ 

^ystcma/servloes used In the sectioix/orgBnlzation 
write and evaltate contract-related docunentation 
conmunloate with dita processing staff and various contractors on a 

technical levd 
arbitrate and negotiate with contractors 
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StJJIB 



oiv»Nizmoi0«NASEMQir suPKxer senior level 



flcills listed above are developed to a greater extent 
AbUity to: 

anticipate long-range needs of the section and of the organization 
desigi systems and procedures co iiiqpcove ^jeraticns of the section and 

of the organization 
apply methods of measurement and evaluation 
budget and make projections 

optimize the use of organizational and section resources 
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XriTiUlB 



ORGAKCZmOH/MANKXMEMT SOPFORr 



Dispositional Attitudes 

Attitudes Toward Institutions 

Respect for profession 

Re6pec± for the section 

Reqpect for the parent organization 

Attitudes Toward Other People 

Toward Users 

Respect users 

Like people in general 

Like to help people 

Like to meet people 

Like to make others feel comfortable 

Sensitive to others* needs 

Toward Others in the Workplace 

Respect co-^rkers 

Like to work with otht^rs/as a team 
Like to work on own 

Willingpiess to draw upon and share knowledge and esf^rience with 

others 
Siqpportive of co-iiiorkers 
Ehjcy managing/supervising others 



Personal nuaHf^Pc 

Alertness 

Assertiveness 

0oa(xi88ion/kindiess 

Confidence 

Cerfulness 

Depen lability 

Determination/l^enacity 

Diplomacy 

Bnotional stabili^ 
FSBiimess 

FlexibilityAersatility 
Snagination 
Inguisitiveness 
Leadership abili^ 
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Pfersonal Qualities foont'd^ 
Neatness 

Need for achievement 

Objectivity 

Open-mlndechess 

Optimioiv^sltlve attitude 

Organization 

Batiencse 

Ifaysi<^ endurance 
Resourceful 
Sensitivc/Ihoughtf ul 
Sense of honor 
Skmse of ethics 
Tolera^ice 



AttitudeP Related to JobAtork/Crganizatlon 

Individual diould demonstrate: 

WilllnTiess to takc/accept reqxnsibility 
Willingfiess to take initiative 

Willlngiess to respond to authority, and folloi# policy 
Realization that there is no single "ric^t" way to achieve the goals of 

the section/organization 
Desire to leanVtiy 
Willingiess to fail 
Willineiiess to ask questions 
Deb^re to work to best of ability 
Refipcnslveness to time constraints 
Accuracy 

Wlllingpess to get hands dirty 
Attrition to detail 
HillinTiess to do clerical tasks 
Desire to follciHthrou^ 
Service orientation 
Organizational identity 

Willlngiess to promote parent organization and its services 

View of parent organization as part of a larger information ^irorment 

Ability to see broad picture 

Abili^ to sacrifice shorc-^enn gains for long-term goals 

Political sense 

Curiosity 

Variety of interests 
Deoire to grow personally 
Desire to grow professionally 

Desire to remain curr«it in specific and general subject field 
Positive attitude toward job 
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